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1 Module: References

References are made available to assist wi th the effective handling and Learnin
. . S . 9
resolution of Events/Incidents/Activities. References are different sources of Objectives
information or tools that can be pre -loaded into the Reference section for
retrieval by all personnel using the system. The required access rights enable After completing
you to create and update certain reference data in the NC4 application . this module,
learners will be
The References listed here are covered in more detail in the Module : able to:
Configuratio n.
9 1 Create, view and
. update
T Site References .
i Reference Documents 1 Describe the
elements of the
1 Task Te mplate various

References .

Note: All person names and corresponding titles used in this document
are fic titious. The names and titles are being used for the sole purpose of
illustrating the systems' features and functionalities in an instructional
environment.

ICON KEY

1 Valuable information

I Test your knowledge

Keyboard exercise

Review

e COPYRIGHT © 2008 NC4
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2 General Overview of References

This section of the module provides an overview of some of the available
references. You will become familiar with the various reference types and
understand the information they contain.

References are accessed by selecting the appropriate ref erences in the Report
navigation drop down menu as shown in Figure 1. We will explore each
reference category in detail.

Report: Al Reports -

References
Irternet Link
Site
Reference Document
Directary
Task Template
Motification Group
Staffing Plan
Organization Chart
Special Meeds
Document Likrary
a Dictionary
F F Key
Color Code
Position Template
Fapid Infrastructure Evaluation
Default E Team Menu —
Administration
Uzer
Group
Role
Distribution Group
Configuration
DataSharing Configuration
Motification Queue
Document Locking
DataSharing Gueue

m

SIS Configuration 57
Figure 1 References in Report Navigation Drop Down Menu
- | COPYRIGHT © 2008 NC4
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2.1 Reference Types

The Re ference types include:

2.1.1 Internet Link

This Reference type allows you to enter and store URLs to websites of interest
so that other users can access them from within the system. You can create

and view a listing of important Internet sites. These critical we b sites can
assist in monitoring the overall situation and provide vital planning
i nformation. Examples include weather sites, the juri

web site, news sites, etc. The full URL is the required format.

212 Site

Critical sites can be pre -loaded into the system or you can create a list of
fixed sites and their locations to reference . Sites from this list can then be
accessed in the geo location section of any report. These sites include critical
infrastructures, airports, or any other site th at you may need to reference.

Site is covered in the Module: Configuration

2.1.3 Reference Document

The NC4 application is a library for all personnel utilizing the system enabling
you to store and retrieve documents. All plans, checklists, SOPs, and other
refer ence material can be electronically stored within the system. The
documents must be provided in an electronic format for storage.

Reference Document is covered in the Module: Configuration

2.1.4  Directory

The Directory provides a single location to lookup, track and maintain Users
(those with a system login ID) and Non -users (persons without a system
login). The Directory supports tracking contact information, skill sets and
availability.  The information in this directory can be accessed through
Notification (Individual and Groups), Distribution and Responsibility sectio ns.

2.15 Task Template

Task Templates provide a template to create tasks that can be reused and
assigned for multiple Action Plans without entering a completely new task
each time.

Task Templates is covered  in the Module: Configuration

e COPYRIGHT © 2008 NC4
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2.1.6  Notification Group

Notification Groups provide the ability to create lists of email addresses for
system notifications. The groups created can be accessed in the Notification
section of a report.

2.1.7  Staffing Plans

Staff scheduling allows you to create, store and modify schedules. Staffing
Plans provide the means to determine a schedule for an Organization and can
be viewed based on the Date, Person, or Organization.

2.1.8  Organization Chart

Organization Charts provide the method to identify the various organizations

and the positions wi  thin them. You can build and display your organizational
structure online, based on the structure of your organization and skill sets of

your personnel. Within this Organization, you can create hierarchical levels,
define the individual positions within ea ch level, and include contact
information and department or position checklists for each level or position.

Organization Chart is covered in the Module: Configuration

2.1.9  Special Needs

Special Needs provides a listing of individuals with their contact inf  ormation
who have special care needs within the community. The system also provides
the ability to manp an i ndividual 8s l ocati on or provide al er

individual in times of emergency.

2.1.10 Document Library

The NC4 application  provides system storage for documents that can be
associated with a report . The documents must be provided in an electronic
format for storage. Using the Attachments section of a report form, a user

can attach documents in a folder format.

- COPYRIGHT © 2008 NC4
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3 Reference Categories

In this section o f the module, you will follow a step -by-step walk through of
the various References. You will become familiar with the details of the
References forms and gain practical experience with the type of information

they can contain. We will summarize the unique fields used in these forms

3.1 Internet Link

This Reference allows you to enter and store URLs to websites of interest so
that other users can access them from within the system. You can create and

view a listing of important Int ernet sites. These critical w  ebsites can assist in
monitoring the overall situation and provide vital planning information.
Examples include weather sites, the jurisdictionbés goeite@mewsment al web

sites, etc. The full URL is the required format.

3.1.1  Viewing Internet Links

Internet Li  nks are viewed in the summary screen after selecting Internet
Link from the  Report navigation drop down menu as shown in Figure 2, and
are sorted alphabetically by Category

Report: Internet Link *  Viewby: Category -

Internet Links by Category

" Auto
[Create ] [ Delete ] [ Print ] Refresh
b EM mgencies
F Mevwis
b Wasther
Figure 2 Internet Links Summ ary Screen

e | COPYRIGHT © 2008 NC4
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Expand a Category in the Internet Links summary screen by clicking the *
icon as shown in  Figure 3.

Report: Internet Link *  View by Category -
Internet Links by Category 2| Expand Al Collapse Al
. Auto @ of @ o Thi= screen last updated
[ Create ] [ Delete ] [ Print ] Refresh L2 RN in0:00:00:51)

b EM mgencies

F Mewes

Btleather

D Melbourne Westher htp Ao srh.noas.gowimibs 0E/24/2009 =t 15:18 EST

|:| The Weather Channel bitp s weather .com 0772003 at 11:53 EST

D HHLC Mizmni htpbesvner mbhc noas . gowvindesx . shtml 05852007 =t 23:41 EST
Internet Internet
Link Name Link URL
Figure 3 Internet Links Expanded

e ' W, [ COPYRIGHT © 2008 NC4
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Clicking the Name link inthe Name column will ope n the information page for
that linkin  View mode, as shownin Figure 4.

@ Help
Internet Links

[ Update ][ Delete ][ Frint ][ Close ]

#Red Label: indicates 3 required field.

Please erter the Category, Name, URL, and Description.'ou must create a separate document
for each URL that yvou want listed in the 'Internet Links" Yiew .

The name that you choose for each URL will ke the selection in the viewy When the link is chosen,
it wvill open in s new window.

Pleasze erter the URL in the following format hitp: thaenewe eteam . com (eteam.com is used merely

far an example). YOU MUST ENTER the hitp:/f preceding the address or it will not render a proper
link in the brovwser.

Category Hame
Wieather MHES
URL

hittpe Shaewese Mz noss govindes: shitml

Description

Docurnent Created by: reomerfard on 0801002008 =t 11:42 POT LastModified by: reamedford on 08102006 =t 11:42 POT
Copyright & 2006 by NC4 Public Sector LLC, All Rights Reserved.

|
|

REFERENCES

Figure 4 Internet Link Reportform  in View Mode 1 Deleted
reports are
removed

[ Update ] [ Delete ] [ Primt ] [ Close ] f-rom active

You will see the buttons in the upper lists but are
right of the Internet Links form dependi ng on your access level and maintained
discretion of the System Administrator. Use the Update button to edit or add in history.
information to the report, the Delete button to delete the report, the Print
button to print a copy, and the Close button to close the report window.
_— | COPYRIGHT © 2008 NC4

— = All Rights Reserved
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3.1.2 Opening Internet Links

From the Internet Links summary screen , clicking the URL Name link will

launch (open) that URL in a new web browser window, as shown in Figure 5.
Note that the new window opens independently of the NC4 appl ication and
should be closed when you have completed your task.

R Remove
I e S [T

¥ EM agencies

D Orange County OEM hittp :#Awww.orangecountyfl netic ms/DEPT/ocfrdfocoemidefault bt m il 05/18/2007 at 23:45 EST
m State of Florida 3
’ﬁ} http:/ A, orangecountyfl.net/crms/DEPT/ocfrd default.htm ‘ = ’
] State of Maine = —
a PRINTABLE FORMS m I
v OrangeCountyFLnet o e L)) -

» Weather Leraan

ORANGE COUNTY GOVERNMENT, FLORIDA Select Quick Link Orange County BCC Depts/Divs v

Search Our Site

I

Site Map >

Lo

Orange County Office Of Emergency Management » Orange County Fire Rescue » County
Departments ) Home

© pisponible en Espaiiol

Your Local Government )

Orange County Office of

Emergency Management
Citizens' Safety »

Family & Community ) “One plan, one team, many

Furrant Nome

Figure 5 Opening an Internet URL link

REFERENCES

1 The
Internet Link
Reference
opensina
new browser
window.

Close it when
you have
completed
your task.

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.1.3 Creatinga New Internet Link

1 Select Internet Link from the Report navigation drop down menu.

2 Click the button on the Int ernet Links  summary screen, as
shown in Figure 6.

RE|]DI1:| Irternet Link V| View by:
Wnks by Category

Ny

| Create | [Ypelete | [ Print |

URL [elick to launch]

k Hewis

Figure 6 Create a New Internet Link

A new Internet Links form opens as shownin Figure 7.

@ Help
-sm: mit -Cancel
*Red Labe!: indicates a required field.

Please enter the Category, Mame, URL, and Description.¥ou must creste a separate documernt
for each URL that you want listed in the Internet Links" View.

Internet Links

The name that you choose for each URL will be the selection in the view ¥hen the ink is chosen,
it will open in & new window.

Please entet the URL inthe following formst.hitto: e eteam.com (etesm.com is used merely

for an example). ¥'OU MUST ENTER the hitp:#f preceding the address or it will not render a proper
link i the broveser.

Category Hame

URL

| [=rm!

Description

Document Crested by: Instructor{ on O7/30/2006 =t 07 54 POT
Copyright & 2008 by NC4 Public Sector LLE, All Rights Reserved

=
|

Figure 7 New Internet Links Form

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.1.3.1 CATEGORY, NAME, URL AND DESCRIPTION

The Internet Links form contains instructions on how to complete the form.
The form contains the following fields:

A cCategory
A Name
A URL

A Description

3.1.4 Completing an Internet L ink

Category, Name, and URL are required fields; key in this information as well
as a description of the internet link in the Description field. Click the

testirl . . o
button to test the Internet URL. A valid URL will open the website in

a pop -up window.

Click the Submit button to save the Internet Link as shown in Figure 8, then
click the Close button in View mode to return to the Internet Link summary
screen as shownin Figure 2.

@ Help
Internet Links
#Red Label: indicates = required field. d
Basic Info | Distribution
Click SUBMIT
Please enter the Category, hame, URL, and Description 'ou must creste a separate document tO save the
tor each URL that you weant listed in the 'Internet Links" “igw g
Internet Link
The name that you choose for each URL will be the selection in the view . When the link is chosen,
it will open in & newy window.
Please enter the URL in the following format bt Seewewy eteam com (eteam.com is used merely
faor an exatnple). Y¥OU MUST ENTER the hitp:if preceding the address or it will not render & proper
link in the broveser.
Category Hame
'Weaihar | |The ‘Wieather Channel
URL
|hl‘[p..l’vaw.Waalher.cUm | [ testUrl ]
Description
The ieather Channel
Documnent Created by: Instructord on 07/20/2008 =t 07:54 POT
Copyright & 2008 by NC4 Public Secter LLC, All Rights Reserved
< ¥

Figure 8 Saving an Internet Link

1 *Red
Label
indicates a

required
field.

1
Distribution
is covered in

the Module:
Common
Functions.

e COPYRIGHT © 2008 NC4
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3.2 Site Reference

The Site form is used to identify local sites for use in geo location functions.
Critical sites can be pre -loaded into the system or you can create a list of
fixed sites and their locations. Sites from this list can then be accessed in the
location section of any report. These sites include critical infrastructures,
airports, or any other site that you may need to reference.

3.2.1 Creating a new Site Reference:

1 Select Site from the Report navigation drop down menu as shown in
Figure 9.

Models
Hazard Madel
Petrsonnel
Personnel
References
| Link

& Documert
Directory
Tazk Template
Motification Group
Staffing Plan
Organization Chart
Special Nesds
Document Library

Figure 9 Site in Report Navigation  Drop Down Menu

2 Click the button onthe Site summary screen.

.- COPYRIGHT © 2008 NC4
— = All Rights Reserved
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The new Site References form will open as shown in Figure 10.
@ Help

Site

*

*Red Label: indicates 3 required field 1 Red
v | Ge Locton | Atsmons s oo | ssvpmonsshws || Label
indicates a
CRITICAL INFORMATION -
required
Site Hame: R ible Agency Search/add -
| ‘SE|ECTOHE vl field.
Site Type  Searchiédd Critical Facility Priority Level
|Se\e:‘t one Vl ‘Selact ane vl
Critical Facility? O Yes (S
CONTACT INFORMATION FOR THIS SITE
Contact 1 Hame Contact 1#
Contact 2 Hame Contact 2 #
Contact 3 Hame Contact 3 #
Contact 4 Hame Contact 42
Contact 5 Hame Contact 5 #
Contact 6 Hame Contact 6 #
Contact T Hame Contact T #
Contact § Hame Contact § #
Contact 9 Hame Contact 9 %
Contact 10 Hame Contact 10
Docurnent Crested by: Instructor 1 on 07/30/2006 =t 08:08 POT
Copyright © 2008 by NC4 Fublic Sector LLC, &)l Rights Reserved
< ¥

Figure 10 New Site Reference s Form

e ‘ COPYRIGHT © 2008 NC4
— All Rights Reserved
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3.2.1.1 SITE REFERENCE i CRITICAL INFORMATION

The top section of the  Site References form contains the following fields:

A site Name

A Responsible Agency

A Site Type

A Critical Fac ility Priority Level

A Critical Facility
Site Name and Site Type are required fields; ke yinthe information for Site
Name , and for Site Type , Responsible Agency and Critical Facility
Priority  Level , use the drop down menu or click the Search/Add _ link to

populate the field.

Complete the section by clicking the Yes or No radio button to indicate
whether thisisa Critical Facility

The completed Site References Critical Information section is shown in Figure
11.

I Basic Info Attachments & Overlays | Distribution & Sharing _

CRITICAL INFORMATION

Site Hame Responsible Agency  Searchiédd

|Orland|:| International Sirport | Orlanda International Airport (GO&A, v |

Critical Facility Priority Level

Site Type  Searchifdd
| High v]

| Airport w |

Critical Facility ? (&) ves ) Mo

Figure 11 Site Reference s - Critical Information

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
= /Bl Ty

18



NC4 TRAINING REFERENCES

3.2.1.2 CONTACT INFORMATION FOR THIS SITE

The Site References form also provides a section to indicate Contact
Information for individuals at this location, as shown in Figure 12. Key
available contact names and telephone numbers into the Contact Name and

Contact# fields. Up to 10 contacts can be added to this report form.

CONTACT INFORMATIOHN FOR THIS SITE

Contact 1 Hame Comtact1 #
|EIiII Weaver, Ops Directar | |321 2221111 |
Contact 2 Hame Comtact 2 #
|Steve Shaffer, TS4, Director | |4D?-999-2233 |
Contact 3 Hame Comtact 3 #

Figure 12 Contact Information for this Site Fields

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3.2.2 Completing a Site Reference Report

You must complete the Geo Location information to use the location
information in the Site References on the Geo location Map. Complete the
other data sections in the Geo-Location, Attachments & Overlays and
Distribution & Sharing tabs, if appropriate. They are covered in the Module:
Common Functions

@ Help

[ Sub it ][ Cancel ]

Site

*Red Label: indicates a required field.

Attachments & Overlays | Distribution & Sharing

CHRITICAL IHFORMATION

I Basic Info

abs are covered
Module:
ommon Functions

Site Hame

ity Hall OPD
Critical Facility
Select One -

Site Type  Searchéfdd

Government Facility -

Critical Facility? @ Yes 1 Mo
Figure 13 Completing a Site Reference s Re port

Click the @: button to save the  Site References Report then click the
Close buttonin View mode to return to the Site  summary screen.

[ Update ][ Delete ][ Prirt ][ Cloze ]

You will see the buttons in the upper 1 Deleted
right of the Site Reference s form depending on your access level and reports are
discre tion of the System Administrator. Use the Update button to edit or add removed

information to the report, the Delete button to delete the report, the Print from active

button to print a copy, and the Close button to close the report window. lists but are
maintained

in history.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.2.3 Using a Site Reference

If you hav e entered the geo -location information in the site report, you can

use that information where the link Select Site  is indicated in a report. After

a Site Reference has been saved, it can be accessed by clicking a Select Site

' i nk i n aGeo-édgationt dab. Figure 14 shows a Site Name field in an

Incident Report populated by a saved Site Reference . The reportds | ocation
fields will be automatically populated by the information for the Site

Reference.

Incident Report
[Cewm

on | Geo-Location Attachments & Owverlays Distribution & Sharing | Related Rep

Shte Hame  Sgigct Site Clear Sitg She Type  Searchiidd
|n:.rum Stresd Stagng Ares | | Staging Aren -
Street Address ' 1 A Repor
[127 Church Sreet site location
Intersection - Strest 1 fields are
|c:um Strest auto -filled by
p tF?efSne
i ' . eferences
[ene 88 Saved Site information
AGERICTIM Locstion informetion Reference
[Sioging Arca entry point iz on Church 3
Chuseh Slraet Siuciee Srés 127 Church Stresl  Orlsndd  Orsngs  Davadown
Figure 14 Site Reference in Incident Report
e y & COPYRIGHT © 2008 NC4
— ' = All Rights Reserved
- .
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3.3 Reference Document

Reference Documents are used to create a document library for storage and
retrieval. All plans, checklists, SOPs, and other reference material can be
electronically stored within the system . For example, the Reference

Document can be used for easy access t o
management planning documents.

3.3.1 Creating a Reference Document

1 Select Reference Document from the Report navigation drop down
menu as shown in  Figure 15.

Petzonnel
Personnel

References
Internet Link

LNFECory

Tazk Template
Matification Group
Staffing Plan
Crganization Chart
Special Mesds
Document Library

Figure 15 Reference Documentin
Report Navigation  Drop Down Menu

2 Click the button on the  Reference Document summary
screen.
The new Reference Document form will open as shown in Figure 16.
@ Help

Reference Document

_—Submlt —_Cancel
*Red Label: indicstes a required field

REFERENCE DOCUMENT INFORMATION

Basic Info

‘Category:
Selectiadd

*Title:

Comments:

Update

Document Crested by: Instructor1 on 07/31/2006 =t 10:34 POT
Copyright € 2008 by NC4 Public Sector LLE, All Rights Reserce: ol

|~
¥

Figure 16 New Reference Document

a

jurisdictio

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.3.1.1 REFERENCE DOCUMENT FIELDS
The Reference Document form contains the following fields:
A cCategory

A Title

A Comments

Category and Title are required fields. Click the
selection from the available

Select/Add link to make a

Categories  in the dialog box or key the new

category into the  Other field and clickthe Add button, as shownin  Figure 17.
*Red Label: indicates a required field.

Bagic Infa

Notification | Attachments | Distribution

REFEREHCE DOCUMENT INFORMATION
*Category:

Selectifdd

‘2 http:/preview.nc4.us - E TEAM Select Cate

SELECT FROM OPTIONS BELOW
Category

Flanning Aides

Cther: |Eva|: Plans

Cancel

Figure 17 Category Dialog Box

Key the inf ormation into the

Title and Comments
required for your comments,

fields. If more space is
or you need to update the information, click the
Update button to openthe  Expanded Text Window.

REFERENCES

e ' W, [ COPYRIGHT © 2008 NC4
— =
- |

All Rights Reserved
v
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3.3.2 Completing Reference Documents

the Notification and Distribution
are covered in

Complete the other data sections in
appropriate.  Notification and Distribution
Functions .

tabs, if
the Module: Common

1 The
Reference
Document
form must
be available

The Reference Document form must be created, submitted, and available in
View mode before a document can be added in the Att achments

Click the [E button to save

Figure 18.

tab. in View mode
before you
can attach a

as shown in document.

the Reference Document

5 Melp

G

Reference Document

“Fad Lubal: irdicsbes & rede

Basic Info  Hotificat,»n  Attachments | Tistribution

. 1 *Red
Click Submit to save Label
FEFERENCE DOCUMENT WIFORMATIOI .
before attaching files indicates a
‘Category: "Title: required
fetra Orlanda Evac Pian | field.
Fvw: Flang
Coamine e

rcdumms doc for strafegic planning

Figure 18 Completing a Reference Document Form

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.3.3 Adding a Reference Document Attachment

To add documents to th e Attachments section of a saved Reference 1 The
Document: Reference
Document
1 Select Reference Document from the Report navigation drop down form must
menu. be available
in View mode
2 Click the summary screen  Name link of the Reference Document as || beforeyo u
. . can attach a
shown in Figure 19. d
ocument.
Repuﬂ; Reference Document z View by:
Reference Documents by Title
[ create | [ Delete | pute
O o
[ eoccsor Flanning Aides
|:| Metro Qrlando Ewac Plan Ewac Plans
D Resource T
Reference Document
MName link
Figu re 19 Opening a Reference Document in View Mode

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3 Click the Attachments tab on the Reference Document form. Do not
click the UPDATE button. Clicking the Update button will suppress the
Add From File and Add From Library buttons.

Add From File

4 On the Attachments page, click the |

button as
shown in Figure 20 to add a document from a file
Note that if the document can be found in the Document Library ;
click the [__#gd From Library | button as shown in  Figure 20. The Add
From Library  button will be discussed in step 7.

@ Help

[ Update ][ Delete ][ Frirt ][ Close J

Reference Document

*Red Label: indicates a requirgd ladd

Basic Info | Hotificatio.v | Attachments | D stribution

ATTACHMEHNTS
the Add from Library .

[ Add Fram File ] [ Add From Library ] ont o0 addadocument
your  Document Library.

* denotes an attachme: . gd from the common library

Document Hame

Optional Description

Web Pages

Docurmert Crested by: reomerford on 06MAOE2Z007 5t 1100 EST Lasthodified by: reomerford on 06082007 at 1101 EST
Copyright & 2003 by MC4 Public Sector LLC, All Rights Reserved.

Figure 20 Attachments Tab

e ' W, [ COPYRIGHT © 2008 NC4
— = All Rights Reserved
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This opens a new window as shown in

REFERENCES

Figure 21.

Attachments

*Red Label: indicates 5 required field.

ATTACHMENTS

@ Help

R RIIEEIRIRIIR_I_E®®—€}_[aw$

Optional Description

‘Attachment File

” Browse...

Docurnent Crested by:
Copyright & 2006 by MC4

|A

Instructor 1 on 074312006 =t 10:51 POT

Public Sector LLC, Al Rights Reserwved.

Figure 21 Attachments Window

5 Enter information in the

button to select a

server, as shown in  Figure

[ #dd From File ] [ Add Fram Library

* denotes an attachment uploade

Document Hame

Optional Description

Attachments

*Red Label: indicates a required field.

ATTACHMENTS

field, then click the
file from your personal computer or file
22.

%4 Help

Dowrtown Evacustion Flan draft #1& final . doc

‘Web Pages

Optional Description

Dowertorwn Evacuiation Plan |

*Document Hame

L 'Dowentawen Evacuation Plan draft #16 final fxd

T —
Browse...D

& Choose File to Upload

Favorite Links

E Documents =
L%

¢ | Downtown Evacuation Plan draft #16 final

Figure 22 Attachin g a File

COPYRIGHT © 2008 NC4
All Rights Reserved
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6  After selecting a local or network file, click the button to

save the completed Reference and attachment. The Attachments
window will immediately close and return you to the Reference
Document Basic Info  tab in View mode . Click on the Attachm ents
tab to view the document Name link for the Reference.

7 To select a document to add to the Document Library , click on the
[ Add From Library ]

button. This opens the Document Library window
as shown in Figure 23.

The Document Libr ary is discussed in more detail in this module in
section 3.9.

Document Library

= Dacument Library

Decument Listing for Plans

[ Select/Attach ][ cmse]

CEMP.doo rcomerford 06062007 at 11:13 EST

RECOVERY doc reomerfory

ick the Select/Attach
tton to add the
ocument after the
ocument is checked.

ick the che  ckbox to
lect  the document.

yright & 2008 by NC4 Public Sector LLC, All Rights Reserved

Figure 23 Document Library screen

8 Click the checkbox for the document you wish to add.

. Selectitttach
9 Click the [ =e = ] button to attach the reference document

from the Document Libr  ary as shownin Figure 23. The Attachments
window will immediately close and return you to the Reference
Document Basic Info  tab in View mode. Click the Attachments tab
to view the document Name link for the Reference.

10 Click the [ Delete ] button that corresponds to the document

as shown in Figure 20 to remove any reference documents that have
been attached.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.3.4 Completing a Reference Document -Attachments Document
The Reference Document form appears in  View mode aft er it has been
saved with an attachment. Clicking the Attachments tab shown in  Figure 24,

shows the Name link for the attached file.

Reference Document

*Red Label: indicates = required field.

ATTACHMEHNTS

[ Add From File ] [ Add From Library ]

* denotes an attachment uploaded from the common library

Document Hame

Dorvritonm Ewacustion Plan draft #16 final doc

Figure 24 Name Link to Attached File

An asterisk (*) preceding the  Name link indicates that the file was sourced
from the library.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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Clicking the Name linkin Figure 24 will open the document provided the PC
has the required software installed as shown in Figure 25.

Document Hame Optional Description

Dovwrtown Evscustion Plan draft #16 final doc Delete

."'__,;‘-. Dowvritowen Bvacuation Plan draft _16 final[1] [Compatibility Mode] - M., T, l =Rac X
N , d Home | Insert [ Page LaycI ReﬁarencfI tailings [ i ey I‘\fiew | DevelupeI Cresign [ Layoutl (7]
#eb Pages T =
' | | SR 2 [ P Peevd 1 1 Eﬂ
4
[CONTENTSII  Dowstoom Ot i the beadqates for
EE— PHILOSOPHY local governruent operations, including the
—) - DEFINITIONS City of Orlandn and Orange Connty as well
. POLICY as, Federal and State regional offices.
- FROCEDURES: Downtown  Otlando  has newly 55,000
. 1. RESPONSIBILITIES employees working within cver 9.4 rmillion
- 2. EMERGENCY EVACUATION sipuare feet of office space and has ower
- ACTIVATION PLAN 17,000 residents Inving within a 1620-acre
T RTAFFING DTTRTNG rarhing af the dramtnem distoet Dnumtosm

Figure 25 Open an Attachment

Close the document based on the software used to view the document when
you have completed the review of the attached files.

[ Update ][ Delete ][ Prirt ][ Cloze ]

You will see the buttons in the upper
right of the Reference Document form in View mode depending on your
access level and discretion of the System Administrator. Use the Update
button to edit or add information to the report, the Delete button to delete
the report , the Print button to print a copy, and the Close button to close the
report window.

1 Deleted
reports are
removed

from active
lists but are
maintained

in hietnrs

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3.3.5 Completing a Reference Document -Attachment ~ Web Page s
URL addresses can be added within the Attachments section using the C reate
or View/Update functionality. To add a web page, click the Update button,

click the Attachments tab; pr oceed to the Web Pages field and key in the
appropriate URL, as shown in Figure 26.

(€ http://preview. ncd.us/eteam,/ report/refdoc.do

Reference Ducun%nt

*Red Label: indicates a required field.

I Hotification

ATTACHMENTS

* denotes an attachment uploaded from the common library

Document Hame Optional Descriptic

June 30 Good I1AP.rtf

Web Pages

http:ihererw fema.gov -

Figure 26 Adding a URL in the Web Page field

When you have completed the Reference Document form with the information
you have available, click the Submit  button in the upper right to save the
report. The report is then available from the View/Update mode.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.4 Directory

The Directory is the central on -line repository or listing of both system u sers
and non-users who have prof ile information in the NC4 application . This
Directory provides quick access to profiles, contact info, skill sets and
displays who is logged into the system and the length of time they have been
using the system.

3.4.1 The Components of the Directory

The Direct ory consists of the following views:

User Name : Lists Profiles of personnel who have system login IDs.

Non -User Name : Lists Profiles of personnel who DO NOT have login IDs but
have profiles in the system to track contact information, skills and critical

fu nctions.

User Organization . Lists system users (those personnel WITH login IDs) by
their organization.

Non -User Organization . Lists non -users (those WITHOUT login IDs) by
their organization.

User Skill Sets : Lists Users (those WITH login IDs) by their skil | sets as
defined in their Personal Profile.

Non -User Skill Sets : Lists Non -users (those WITHOUT login IDs) by their
skill sets as defined in their Personal Profile.

All Users & Non  -Users: Lists ALL personnel maintained in the system both
with and without  login IDs.

User Profile History . Lists Users (those WITH login IDs) by their history
usage within the application.

Non -User Profile History . Lists Non -users (those WITHOUT login IDs) by
their history usage within the application

- COPYRIGHT © 2008 NC4
— - All Rights Reserved
- e

— — —
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3.4.2 Viewing the User Names D irectory
The User Names  section of the Directory contains a listing of all Users that

. - - o 1 Userscan
have system login IDs. The User Names Directory is maintained by the access their
System A dministrator and cannot be edited by Users from within the Personal

Profile fo r
Directory . System u sers can edit their own profile by clicking the w update upon

button . login or by
clicking the
To view the User Names Directory: Profile button

in the top

1 Select Directory from the Report navigation drop down menu, as tools frame.

shown in Figure 27.

Models

Hazard Model
Petsonnel

Personnel
References

Irternet Link

Site

F Document

Tazk Template
Matification Group
Staffing Plan
Crganization Chart
Special Needs
Document Likrary

Figure 27 Directory in Report Navigation Me nu

.- COPYRIGHT © 2008 NC4
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The Directory by User Name is displayed as shown i n Figure 28, sorted
alphabetically.

Directory by User Names 2| Expand &l Collzpse Al
Thiz screen last
[ pelete | [ Print | :B“ft“ h @ O @ on updsted
res [00:00:00:26

u. Lacation Fasition Online Since

D admin, cpog E Team E Team Support Off Line

D Admin, HC4 E Team E Team Support Off Line

I:l Anal Courseware EOQOC Director Hf Line
Figure 28 Directory by User Name S

Clicking the t"'d ameglNte ticcoa Retter opeshef the al phabeti
Users as shownin Figure 28.

Note that the Directory | i st indicates a User 06Onimenl ine status i
Since column.

—_— | | P COPYRIGHT © 2008 NC4
— = All Rights Reserved
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Clickinga Us e r Nane link will open their User Personal Profile as shown
in Figure 29.
A
D admin, cpon E Team E Team Support CHf Line
D Adrin, ME4 E Team E Team Support Off Line
1 analy = )
@ effgam: Persenal Profile - Windows Internet Explorer El_lg
[ finde . .
[ seril |{E} h\p:fﬂpreview.nc#.us!eteamfrepu:urt.-‘pru:ufile.du:u?target:read&id:ETF{ﬁF"UE112008135609—ete | L |
b E v @ Help  *
e Personal Profile B |
rirt Closea ]
HD *Red Label: indicates a required field.
+E Bagic Info Account Information
kF
b PROVIDE YOUR PERSOHAL IHFORMATIOHN:
FH *First Hame: MI: *Last: 1D Ho.
(] MC4 Admin
kK Organization/Location:
-y E Teamn Shift:
b P Position: Region/Office:
E Team Support
kR Titlm

Figure 29 Opening a User Profile
from the Directory List

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.4.3 Viewing /Updating the Directory by Non -User Names

The Directory by Non -User Names lists personnel that DO NOT have
system login IDs. You may include personne l'in this Directory  and track their
contact information, available skill sets and other profile elements.

To view the Directory by Non -User Names in the center view frame
1 Select Directory fromthe Report navigation drop down menu.
2 Select Non -User Name from the View by drop down menu to open

the Directory by Non -User Names , which is sorted alphabetically,
as shown in Figure 30.

Report: Directory - @ Mon-Uszer Mame >

Directory by Non-user Names | Expand All Collapse Al
Thi= screen last
[ create | | Delete | [ Print | :B“:“ @ Of O On updsted
res [00:00:00:02]
5‘
[l James, John EOC IS
Figure 30 Directory by Non -User Name s

Clicking the triangle icon fitonext t o a letter opens the alphabetical list of
Non -users .

Clicking the Non -u s e r ®&ame link will open the Non-user 6s Personal
Profile , as shownin Figure 31.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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NCA s
- Situationa

Directory by Non-user Names | Expand Al Collapse Al —_—
This scresn |ast
- Auto _ _
[ Create ] [ Delete ] [ Print ] Refresh @ Off () On updated Alerts: 0 Unread
res [00:00:02:06]
@Remove

u . m Location
vl
n '3 GIS

%eam: Personal Profile - Windows Internet Explorer E@ﬁ

|{E§ ‘J:Hpreview.ncd.usfeteam,-‘repu:urt,-fpru:ufiIe.du:u?target:read&id:ETRﬂF‘WllEI]EIEBSﬁEIEI-E | k3 |

@Help
Personal Profile (“wpsate | [ vetete |[ Fint ][ ciose |

*Red Label: indicates a required field.

Basic Info

PROVIDE YOUR PERSOHAL INFORMATION:

*First Hame: MI: *Last: 10 Ho.

m

Jahin James
Organization/Location:

EOC Shift:

Figure 31 OpeningaNon -user's Personal Profile
from the Directory List

You will see the [ e ][ — ][ e ][ o= ] buttons in the upper

right of the Reference Document form in View mode depending on your
access level and discretion of the System Administrator. Use the Update
button to edit or add information to the report, the Delete button to delete
the report, the  Print  button to print a copy, and the Close button to close the
report window.

Note that you may edit or update a Non -user6s Personal Pro
the Directory. More information about the Personal Profile can be found in  the
Module : Personal Profile.

1 Deleted
reports are
removed

from active

lists but are

maintained
in hictnry
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3.4.4  Creating/Updating a Non -User Personal Profile

From the Directory by Non -User Names summary screen, click the Create
button to open anew  Personal Profile form, as shown in  Figure 32.

—_“04 ETe
- Situg

Directory by Non-user Names 2| Expand Al Collapse Al —_—
N i e
" Auto This =creen |ast updated

Delete | [ Print | pefresh @ O © 00 oneg) Alerts:0  Un

np— @ Rermove

acaton
é e\im: Personal Profile - Windows Internet Explorer lilglﬁ
|® h%‘preview.nc4.us[eteamfcreate/personal_profile.jsp?isEteamUser:N | B |
@ Help

Personal Profile

*Red Label: indicates a required field.

PROVIDE YOUR PERSONAL INFORMATIOHN:

*First Hame: MI: *Last: 10 Ho. E
| L] | |

Organization/Location: Shift:

| | [ Slact ] Select One -

Figure 32 New Personal Profile Report Form

Complete the fields in th e Personal Profile for the Non -User and click the

button to save the report. The Non -User Profile is now available in

View mode.

More information about ho  w to complete a Personal Profile can be found in
the Module : Personal Profile.

COPYRIGHT © 2008 NC4
All Rights Reserved
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3.45 Directory by User Organization

The Directory by User Organization lists Users by their Organization as
entered in their Personal Profile.

To view the Directory by User Organi zation, select User Organization from
the View by drop down menu ,asshownin Figure 33.

Report: Directary v@mer Organizatinn)

Directory by User Organization %| Expand 41l Collapse Al

Thi=s screen last
updated [00:00:00:05]

u Organization FPosition Cell Phone Online Since

@ATF Cammand Post

[ Detete | [ Print | ) on

D Orivwer, Kirk Megotistor  NR NR Off Line

k Call Certer
Figure 33 Directory by User Organization

Click a triangle icon  fi*0 next to an Organization to dis play Users from that
Organization , as shownin Figure 33.

Click a Us er ®&ame link to open that User 6s Personaih Viewr of i | e
mode.
The individual User Personal Profiles cannot be edited by anyone other than

the profile ownera ndthe S ystem Administrator.

e | COPYRIGHT © 2008 NC4
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3.4.6 Directory by Non -User Organization

The Directory by Non -User Organization lists Non -users by their
Organization as entered in their Personal Profile.

To view the Directory by Non -User Organization, select Non -User
Organizati on fromthe View by drop down menu ,as shownin Figure 34.

Report: Directory v@ Maon-Uszer OrganizatD

Directory by Non-user 2| Expand All Collapse Al
Organization

This screen last
[ create | | Delete | [ Print | :B“:“ b @ Of 0 On updsted
res [00:00:00:07]

u Organization Fos=ition | Office Phone | Cell Phone

GEDE

[ James, John  GIS NF: NF:

Figure 34 Directory by Non - user Organization

Clicking the triangle icon fi*o next to a n Organization name opens the
alphabetical list of Non -Users inthat Organization ,asshownin Figure 34.
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Clicking the

Profile , as shownin Figure 35.

Directory by Non-user
Organization

Non -User 6 sName link

REFERENCES

Non -Us er 0 s Per sonal

=NC4:
- i

will open the

% Ewpand All Collzpze Al

[ Create | [ Delete | [ Print |

Pasition

Auto
Refresh

Alerts: 0 L

@ Rermowve

This screen la=t
On updated
[00:00:02:20]

@ of O

Office Phone

Cell Phane

|:| James, John G MR MR
@ eteam: Pefscnal Profile - Windows Internet Explorer E@lﬂ
® http:ffdwiew.ncat.usfeteam,frepwpmfne.da?target:read&id:ETRﬁwznzuuﬂz| B |
@ Help i
Personal Profile @ Sra ek

*Red Label: indicates a required fizld.

Basic Info

PROVIDE YOUR PERSONAL INFORMATION:
*First Hame: MI: *Last: 10 Ho.
John James
Organization/Location: |
EOC Shift: 1
Figure 35 OpeningaNon -user's Personal Profile
from the Directory
.y Update . '
Clicking the button will open the Non -user Personal Profile for

updating and editing , as shown in

Figure 35.

More information about creating/updating Personal Profiles can be found in

the Module : Personal Profile.

e ™
o
— [
— ~ .
L Ih —
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3.4.7 Directory by User Skill Sets

The Directory by User Skill Sets lists system u sers by the skill sets
identified in their ~ Personal Profile . This is used frequently when searching
for specific personnel skills such as language sk ills (translators), medics and

other critical skills.

To view the Directory by User Skill Sets , select User Skill Sets from the
View by drop down menu as shownin Figure 36.

Report:  Directory @ Liser Skil Sets >

Directory by User Skill Sets 2| Expand Al Collapse Al
. Auto This screen last updated
(_Detete | [_Print | Refresh @ 0000 ooan00.08)

anline Since

u Skill Sets Organization Position Office Phone | Cell Phone

k Mot Reported

B CEM
b CPR

» French Speaking

@HazMat Specialist

D Deweloper, Contert EOC Director 123-4568-7330  123-456-73391 Off Line

Figure 36 Directory by User Skill Sets

Clicking the triangle icon fi*onextto a Skill Set opens the alphabetical list of

Users with that skill in their Personal Profile, as shown in Figure 36.
Clicking a Us er ®&lame link will open that User &6s Personal Viedw ofil e
mode.
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3.4.8 Directory by Non -User Skill Sets

The Directory by Non -user Skill Sets lists non-users by the skill sets
identified in their ~ Personal Profile . This is used frequently when searching
for specific personnel skills such as la nguage skills (translators), medics and
other critical skills.

To view the Directory by Non -user Skill Sets , select Non -User Skill Sets
from the View by drop down menu, asshownin Figure 37.

Report: Directory - @DH-USE[‘ Skill SET)

Directory by Non-user Skill =| Expand All Collapse Al
Sets
This screen last
[ Create | [ Delete | [ Print | :;" h @ OF O On updsted
res (00:00:00:05]

Organization FPosition | Office Phone | Cell Phone

D James, John EOQC G5 MR NR

¥ French Speaking

Figure 37 Directory by Non -user Skill Sets

Clicking the triangle icon fi*o nextto a Skill Set open s the alphabetical list of
Non -Users with that skill in their Personal Profile, as shown in Figure 37.

Clickinga Non -Us e r Basne link will open that Personal Profile in View mode.

Note that Non -User Personal Profiles can be Updated or Created within the
Directory.
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3.49 Directory byUsersandNonU  sers

by Users and Non -Users is a full alphabetic list of all
in the NC4 application . As with the specific Directory
Non -User profiles are accessible for

The Directory
Personal Profile entries
compo nents in this module, only
Edit/Update.

To view the Directory by Users and Non
Users fromthe Viewby dropdown menu, asshown in Figure 38.

v@.&." Uzers & NDn-UsD

:, Expand All Collapse Al

Report: Directary

Directory by Users and Non-

Users
Thi= screen last
[ Delete | [ Print | :::“ p @ OfF O on updstsd
res [00:00:00:08)
u Location Fosition Online Since
I3
|:| admin, cpog E Team E Team Support Off Line
|:| Admin, MC4 E Team E Team Support Off Line
I:l Analyst, Courseware  EOC Director ff Line
Figure 38 Directory by Users and Non -Users
Clicking the triangle icon fi*onextto a letter opens the alphabetical list of All

Users in the system , as shownin Figure 38.

Clicking a Name link will open th at P ersonal Profile . The Directory by Users
and Non -Users provides the ability to view and examine all Users and Non
Users in the system

-Users , select All Users & Non -

REFERENCES

1 Only
Non-Users
Personal
Profiles are
accessible for
Edit/Update
from within
the Directory.

1 Onlythe
Personal
Profile owner
or System
Administrator
can update a
Personal
Profile with an
associated
system login.
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3.4.10 User Profile History

The User Profile History report form displays the user activity within the
application. To view the User Profile History report form , select User
Profile History in from the View by drop down menu, as shown in Figure
39.
Report: Directory v@ U=zer Prafile HiS‘tDD
User Profile Historyr :I Expand &ll  Collapse All
Thi=s screen last
res [00:00:00:11]
u Logged in A= | AgencyfLocation | Updated At Updated By
¥ =zrnold
¥ mbullen
@admin
[ eTEAM Admin  EOC O2/11/2002 5t 17:40 EST  eTEAM, Admin
[ sTEAM Admin  EOC O2/11/2002 5t 17:40 EST  2TEAM, Admin

Figure 39 User Profile History

Clicking the triangle icon fi*0 next to a letter opens the  History list in the
summary screen.
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3.4.11 Non -User Prdfile History

To view Non -User Profile History , select Non -User Profile History from
the View by drop down menu, asshown in Figure 40.

Report: Directory - @NDI‘I-USEF Prafile HistDD

Non-User Profile History | Expand All Collapse All
Auto Thi= screen last updated
Refresh @ 1 O 0" n00.00:45)
u Haon E Team User
3

@Ja mes, Jahn

(= EOC

l:l 092252009 =t 1716 EST  contert

AgEncy; atio Updated At Upd=ted By | Deleted At | Deletad By

09/22/2009 =t 17:27 EST  contert

m
L]

m
L]

Figure 40 Non -User Profile History

Clicking the triangle icon fi*o next to a letter opens the history list in the
summary screen.
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3.5 Notification

The NC4 application
notifications.
of a report.

3.5.1 Creating a

To create a new Notification

1 Select Notification
menu , as shown in

Figure 41 Notification

2 Click the button on the

allows the creation of groups of email a
The groups created can be accessed in the

Notification

REFERENCES

Group

ddresses for
Notification section

Group

Group , perform the following steps:

Group from the

Figure 41.

Report  navigation dr op down

Modelz

Hazard Model
Petsonnel

Personnel
References

Irternet Link

Site

Reference Document

Matification Group

Organization Chart
Special Needs
Daocument Library

Group in Report Navigation Drop Down Menu

Notification Group s summary screen.
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This opens the new  Notification Group form asshownin Figure 42.

3 Key in the Group Name and a Description . Group Name is a

required field.
1

@ rep Distribution

Notification Group Coam ] is co vered in
Module:

Common

Functions

*Red Label: indicates 3 required field.

Group Hame
|Fu|| EOC Activation |

Description
|F0r 1ull EOC activation | 1 *Red

Label
indicates a

required
field.

ENTER EMAIL ADDRESSES OF GROUP MEMEBERS
Click SELECT to add group members from E Teamn profiles.

Add email addresses of additional group members by typing directhy in the field below. To
include a URL link to the appropriate document include an "{E)" in front of the users email
addres=s e.g. "(E}J5mithi@abed.com™

Hote: Pleaze separate the multiple values by new line, or blank line.

R COm »

Documert Crested by: reomerford on 05/13/2007 at 23:56 EST LastModified by: reomerford on 05/18/2007 =t 23:56 EST
Copyright & 2008 by NC4 Public Sector LLC, All Rights Reserved.

Figure 42 Notification Group Form
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4 Clicking the Select button will open  a notification name dialog box,
shown in  Figure 43. To enter the email addresses of an individual on

the list, enable the checkbox. Then click the OK button.
rSH.EETFHDH DPFTHENS BEL WY -]
[ user Hame E Team User Notification |
F e Ve
comerford, T
[ =4 P o chpiead ot ret
O ea Ves jo
O i Yes BN UE
[+ =a es e s
T es P sl B BUn a0 G

Figure 43 Email Name Dialog B (0)%4

You may also key in email addresses of those you want to include in the
notification group. Note that each email address must be separated by a
blank line.

5 Click the button to save this Notification Group . The

Notification Group isnowopenin View Mode.

You will see the [ SRdas ][ Ses ][ il ][ dlose ] buttons in the upper

right of the Naotification Group form depending on your access level and

discretion of the System Administrator. Use the Update button to edit or add
information to the report, the Delete button to delete the re  port, the Print
button to print a copy, and the Close button to close the report window and

return to the summary screen.

1 Deleted
reports are
removed

from active

lists but are
maintained
in history.
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